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How to Add Document Capture or other forms to Chart view

1. Click on the “Customize Forms” icon
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4  TEST,ENTRY JR MR (758277000)
F, 21, 03/23/98
Ht: 5 117, Wt: 183 Ibs, BMI: 25.5

Client Customize Forms
Core Assessment
Update Client Data
Launch OrderConnect
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Progress Note Entry
Progress Mote Entry (Crisis Service
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Launch OrderConnect
MHTC Clinical Assessment
MHTC Progress Note Entry
Document Capture
Diagnosis
Service Request 2.0
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2. Click on the “Add new form to this group” icon
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TEST,ENTRY JR MR (758277000)
F, 21, 09/23/98
Ht: 5" 11", Wi: 183 Ibs, BMI: 25.5

(o Add new form to this group.
Update Client Data
Launch CrderConnect

Maobile Services Screening and Assessment
Progress Note Entry

Proaress Mote Entrv (Crisis Services)




3. Type in “Document Capture” or the name of the form to search. Then double click on the name of the
form in the search results.
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4. Click on the “Submit” button at the bottom
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Mobile Services Screening and Assessment
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Diagnosis

Clinical
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Core Assessment
Client Plan
LOCUS
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5. Verify that the option has been added and click on “Document Capture” to launch.
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**Note** You can also search for “Client Document Capture” from Search Forms if you want to open it
separately.



Changing the Default Browser
The preferred browser for myAvatar is Internet Explorer

E’ Alarms & Clock

Settings

&

Calendar

1. Click on the Windows
icon in the lower right
hand side of your
screen.

2. Click on the “Settings”
Icon, to Open the
“Windows Settings”
window
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Time & language

Windogmiettings
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Devices
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MNetwork & Internet

Bluetooth, printers, mouse Wi-Fi, airplane mode, VPN
-
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Ease of Access

Privacy

3. Click on the “System”
icon

22 Home

| Find a setting

System

3 Display

Apps & features

i

Default apps

il

Notifications & actions

G

Power & sleep
= Storage

M Offline maps

L Tablet mode

’1
T

Music player

Groove Music

Pl 4 2wer

M. Photos

6 Choose an app

Video pice

H Movies &5% 2
o

Microsoft Edge
Recommendad fnr Windrus 10

Internet Explorer

Internet Explorer

4. Click on “Default Apps”
5. Click on the “Web
Browser” section

6. Select the “Internet
Explorer” browser

7. Close the Window

Now you should be able to
~faunch Avatar.

‘abibrowser

Internet Explorer

Look for an app in the Store




Clearing Report errors

If you receive the following error it may be due to the archived copy of the report being corrupt and
needs to be deleted.
CSMRprt90

A

Error 2147189176 Logon falled

Detaits: 01000:Microsoft][ODBC Driver Manager] The driver doesnt
support the version of COBC behavior that the application requested
(see SQLSetEnvattr)

Lo |

1. Click on the File Explorer Icon on the bottom of the computer screen

‘ 28 items

R

2. Afile Explorer window will open

= | File Explorer - O X
Home Share View (2]
4 s > Quickaccess v & | Search Quick access »
~ ~
# Quick access ~ Frequent folders (8)
I Deskiop Desktop Downloads
This PC This PC
¥ Downlosds [l ‘
£ Documents
viet Documents Pictures
= Flctures le This PC == This PC
Access Training L
Avatar Support Access Training Avatar Support
CWS Go Live Training_Lucy § .\Special Trainings-Acce... 1% Werkgrps .02 - Exccuting
MH CWS training
CWS Go Live Training_Lucy MH CWS training
[ This PC 18 \\AD..ATraining Materiss £ Wo.\Training Guides CWS
J 30 Objects
I Deskiop
[ Documents ~ Recent files (20)
& Downloads O Authorized approver list_1-23-2020 Workgrps (\WADMNST) (W:)\BHS\BHS A..12020
b Music 0| AvatarCalilog Workgrps (WADMNS1) (W:AB..\Avatar Support
=) Pictures 0 | Access SMHC Assessment and Billing Process .. This PC\Deskiop
B videos : ’ N . T
Access Training Guide-Clinical 04-22-20 Workgrps (\WADMMS B..\Access Training
i SYSTEM (G =
- ) | Access Service Request Activities - Admin 05-..  Workgs BHS\BHS ..\archive
= Milleru (\\dhhs-fs\DHS-USERDATA) (11 : ,
= Access Training Guide-Admin 04-28-20 Workgr \ccess Training
= Workgrps (WADMNST) (W) 5
= v @] MHPM Training 030220 Workgrps (WADMNS1) (W:\B..ATraining Guides ,
= NS Warbarnine (¥
28 items s =

3. Copy and Paste the following link where “Quick Access” is and replace the <your computer
login here> with your computer username. (see example below)

C:\Users\<your_computer_name_here>\AppData\Local\Netsmart\CSMRprt



n < | File Explorer

Home Share View

3 v 4 [ cserdmillerju\BppDataiLocal\Netsmart\CSMRpr]

Search Quick access r

st Quick sccess
I Desktop
4 Downloads

[ Documents

A% %%

&= Pictures.
Access Training
Avatar Support
CWS Go Live Training_Lucy
Fix instructions (Default, Compatibility ¢

[ ThisPC
8 3D Objects
= C on HHS304971
= D on HH5394971
[ Desktop
Documents

& Downloads
b Music

=] Pictures
B Videos
S SYSTEM (C)
== MillerJu (\\dhhs-fs\DHS-USERDATA) (I:]
== Workgrps ((WADMNST) (W)
= DHS-Workgroups ()
28items

~ Frequent folders (8)

Desktop
This PC

W 4+
Documents
This PC =
» [ =
Access Training

£! .\Special Trainings-Acce... &
€WS Go Live Training_Lucy =

1% \WAD.ATrsining Msterials

~ Recent files (20)

Clearing Report errors
Clearing Report errors

AvatarCaliLog

Alicia Azpiri_sig

Training_Registration_Log

Mew Intro Webinar 10-6-20

NEW-UserSetup

October 2020 Avatar Training Team Schedule

Downloads

This PC
+

Pictures
This PC
b4

Avatar Support

Workgrps .

)3 - Executing

Fix instructions (Default,C...
Work...\Help Desk support

Virtual MH CWS Training 10-21-20_Client Plan update

Workgrps ..\Fix instructions (Default, Compatibility Em*
\ADMNS...\Fix instructions (Default, Compatibility et..)

Workgrps vatar Support

Workgrps 8 Time Tracking
\BHS\BHS Admin\D..A2020

WADMNSTY /5 Go Live Training_Lucy

Workgrps \BHS\BHS Admin...\Archive

Workgrps \BHS\BH...\Updated 100620

Workgn {5 Go Live Training_Lucy

4. Press Enter and it should take you to the correct Folder. Find the Report you are having an
issue with and right click and choose “Delete”. And the report should remove.

= | CSMRprt
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Share View

s Quick access
I Desktop
4 Downloads

Documents

&= Pictures
Access Training
Avatar Support
CWS Go Live Training_Lucy
MH CWS training

[ This PC
¥ 3D Objects
I Desktop
= Documents
4 Downloads
B Music
=] Pictures
B videos
“am SYSTEM (C)

= Milleru (\\dhhs-fs\DHS-USERDATA] (I:]

== Workgrps (\ADMNST) (W)
= RS Wk mrrne (¥

1% items  1item selected 1.31 MB

% % % %

<« millerju » Local Settings » Application Data > Netsmart > CSMRprt

~ Name

(7] MHTC_Aftercare_042219.rpt
|| MultipleResponsesOneServiceRequest_10...
| My Clients Maintenance.rpt
|| NOABD Denial_080718.rpt
[] Mon DHCS ICD10_072417.rpt
[7] Non DHCS ICD10_HISTORICAL_072417.rpt
| OrderConnect QM Agent RX History_052..
g ry.
D OrderConnect QM All RX History_052113...
| ] OrderEntry User Role Display.rpt
[ Outreach Scheduling D50619.rpt
[ Pending Autherizations.rpt
| Phase Il Client Charge Status 052815.rpt
9 P
D Phase |l Program Charge Status 070517.rpt
] PIP Appaintments 120116.rpt
[ Pragram Charge Summary_P2.rpt
Program Dashboard Report_030516.rpt
g P P
| Pregram Performance Indicators.rpt
g P
| Progress Notes Voided Report.rpt
g port.rp
| ] ProgressNote Abstract 020519.rpt
[ ] ProgressNoteREVIEW P3.rpt
[] Pragresshates Summary_091416.rpt
[] ProgressMotes_Client_122418.rpt
[1 PronresshnteStaff 102516 mt

712472017 10;

5/21/2013 12

7/8/20031

9/14/2016 10:

12/24/2018

- O X
L)
v @ | Search CSMRprt =4
Date modified Type Size &
RPT File 104K
RPT File 130K
RPT File 20K8
oT Bl 1351 K8
24/2017 10: Open with
|2 Share
71 WinZip
5/21/201312:50 PM Restore previous versions
B AM Send to
:02 P
oM Cut
7AM Copy
M Create shortcut
2/1/2016 3:14 PM Delete
012 3:06 PM Rename k
5/5/2016 2:01 PM
Properties
RPT File
RPT File
RPT File
RPT File
RPT File
AN/IS/AN1A 102R RPT File

5. Restart the Computer

6. Open Avatar

7. Try to re-run the report



Creating a shortcut in the Documents folder

for Document Capture
1. Go to the folder you normally store your documents in your shared drive.
2. Copy the shortcut there
e Click on the path in the window
o Right click on the highlighted address

o Select Copy

= | Training Guides CWS

Share

View

Avatar Support

Fix instructions (Default, Compatibility ¢
Handout

Updated 100620

SR [BF ~.ciminDBHS A 03 - Executing\Training Materials\Training G AR + | @ Search Training Guides CWS 0
~ Undo
A Name ~
s Quick access Cut
Archive
I Deskiop * Copy
Archive Documents =
& Downloads » - aste
Chart View .
5| Documents * Clinical Assessments
&/ Pictures »* Diagnosis Select All

Intre to Computer Right to left Reading order
Medical Assessments
MH Corrections in EHR
MH CWS training

MH Order Connect Open IME

Reconversion

Show Unicode control characters

Insert Unicode control character >

[ This PC MH Scheduler

“J 2D Objects MH Service Request Trainings File folder
B Desktop MHTC File folder
Documents Mobile Programs CWWS File folder
Perceptive-Document Capture File folder

¥ Downloads POS Scan File folder
& Music PSC-35_Cans-35 File folder
=] Pictures Special Trainings-Access-SOC-Clerkship-... File folder
& Videos SUPT CWS Training File folder
i SYSTEM (CY) Templates File folder
= Millerlu (1 chhs-f<\DHS-USERDATA) (] Walk Through and Go-Live File folder
— Workgres (WADMINST) (W) Web Based Training File folder

1-Handout Links and Contacts 2-5-20

= DHS-Work X

= orkgroups () &) Avatar Bookmarks 3-26-19 HTML Document v
T i S >
3gitems  State: &) Online :

Adobe Acrobat D...

3. Click on the Documents link on the left

= | Documents — [m] X
Home  Share  View (2]
« « 4 [ » ThisPC > Documents » ~ & | Search Documents p
I Desktop £ " Name Date modified Type A
¥ Downloads * Adobe File folder
5] Documents + Adobe Captivate Cached Projects File folder
=] Pictures * Audacity File folder
Avatar Support Avatar_Report_Viewer_11_5_Cache_2015_... File folder
Fix instructions (Defautt, Compatibility ¢ Custom Office Templates File folder
Fax File folder
Handout
Undated 100620 FeedbackHub File folder
it
peate My Adobe Captivate Projects File folder
+ [ This PC My Received Files File folder
B 30 Objects New folder File folder
1 Deskto New Folder (2) File folder
= OneNote Notebooks File folder
> |5 Documents )
k Scanned Documents File folder
¥ Downloads SchedCalendar File folder
b Music Snagit File folder
= Pictures Sound recordings File folder
B Videos WebScaninstall 021617 File folder
£ SYSTEM () Zoom File folder
= Millerlu (\\dhhs-fs\DHS-USERDATA) (i -1 06-03-2020 Microsoft Excel
Workarps (A ADMNS! % 08.202020 Microsoft Excel \
= Workgres ) () 0 728355879 Microsoft Werd D...
= DHS-Workgroups () drission delete 09-17-20 Microsoft Word D...
= Network Avatar Corrections 06-09-2020 Microsoft Word D..
05| Avatar deletion Microsoft Word D... ¥
v €
48items =

4. Right click in an empty space and and navigate to “New” then Shortcut




< | Documents

<« . A > ThisPC > Decuments

Share View

~

s Quick access

I Desktop

- Downloads

Documents

[&] Pictures
Avatar Support

L

Fix instructions (Default, Compatibility ¢
Handout

Updated 100620

I This PC

8 3D Objects

I Deskiop

Documents

& Downloads

D Music

=] Pictures.

 Videos

i SYSTEM (C)

= Miller)u (\\dhhs-fs\DHS-USERDATA) (i
= Workgrps (WADMNST) (W:)
= DHS-Workgroups ()

g —— v
A7 items

- u] x
L]
v & | Search Documents £ b but now system upgraded.
Name Date modified Type @
Adobe 2/26/2019211PM  File folder
Adobe Captivate Cached Projects 10/29/2020 256 PM  File folder
Audacity 10/6/20208:42 AM  File folder
Avatar_Report_Viewer_11_5_Cache_2015_... File folder
Custom Office Templates File folder I from disclosure under appl
Fax File folder
FeedbackHub ile folder
My Adobe Captivate Pro View ile folder
My Received Files Sort by ile folder
New folder Group by > file folder
New Folder (2) Refresh ile folder
OneNote Motebooks |~ filcfolder
Customize this folder...
Scanned Documents ile folder
SchedCalendar Paste ile folder
Snagit Paste shortcut ile folder
Sound recordings — ile folder
WebScanlnstall 021617 il £all
Zoom New > Folder
0 06-09-2020 Properties & Shortcut
™
07 08.20.2020 WEZETEATPIT Bl Microsoft Access Da!&se
@) 788355879 /2020 1:53 PM
- [ Bitmap image

admission delete 08-17-20
| Avatar Corrections 06-09-2020
= Avatar deletion

Contact
Microsoft Word Document

¥ Microsoft PowerPoint Presentation

Microsoft Publisher Document

5. Right click on the field and select “Paste”

I Tauk Mnmiimmant

# Create Shortcut

What item would you like to create a shortcut for?

This wizard helps you to create shortcuts to local or network programs, files, folders, computers, or

Internet addresses.

Type the location of the item:

[

Click Mext to continue,

6. Click “Next”

Undo

Cut
Copy
Paste

Delete k

Select All

Right to left Reading order
Show Unicode control characters

Insert Unicode control character

]

Browse...

Mext Cancel




s Create Shortcut

What item would you like to create a shortcut for?

This wizard helps you to create shortcuts to local or network programs, files, folders, computers, or
Internet addresses.

Typethe location of the item:
forkgrps\BHS\BHS Admin\DEHS_AVATAR\(3 - Executing'\Training Materials Browse..

Click Mext to continue.

Cancel

7. Name your Shortcut to the folder

=

& Create Shortcut

What would you like to name the shortcut?

Type a name for this shortcut:

My Document Shortcuti

Click Finish to create the shortcut.

8. Then you should be able to access that folder each time from the Documents Folder

10
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7 Create Shortcut

What would you like to name the shortcut?

Type a name for this shortcut:

My Document Shorteut]

Click Finish to create the shortcut.

11



Deleting a Draft Assessment from the Pre-Display

1. Click on the Green + sign from the Chart view or go to search forms on the Home Screen
2. Search for the Draft Assessment you want to delete and double click to open the form from
the search results

T

ﬁ Home

W | TEST,ENTRY (758277000) Ep: -
M, 23, 05/11/96 Problem P: -
Ht: 5 107, Wt: 185 Ibs, BMI: 26.5 DX P: -

My Forms
Client o -
v Commeonly used items
Client Resource i} | G <

Update Client D SUD Assessment
Progress Note § Client Service Request (Mew)
Document Capty User Definition
SUD Assessmen Practitioner Enrollment RAINER,ONE
Cal-OM5 Admiss Update Client Data Lirrent episode depressed, severe, without psychotic festures
Cal-0OMS Discha urrent or most recent episode depressed, severs
Diagnosis S lth TRAINER,ONE
Document Captl  pacent Forms nspecified
Progress Note B CS1 Assessment disorder
Launch OrderC
Episode
Finandal Eligibili{
CSI Adrnlsllon :
A Search Forms
Discharge [csi assess| a2
Additional Episol
Legal Status
Client Avatar PM / Client Management / California Required EDI
Client Resource|
Update Client D
MHTC

| [-OP-Bercut
DX:Admission 2019-07-10

User Roles Report -

1:1 Flow Sheets

3. Select Episode from Pre-Display

myivatar 2018

#rone | § [EpT Praforance

¥y TESTENTRY (758277000} Epi- Location: - Emergency Contact: -
M, 23, 05/11/96 Problem P: - Attn. Pract.: - Phane: -
L Ht: 5107, Wt: 185 lbs, BMI: 26.5 DXP; - Adm. Pract.: - Relationship: -
Hame: BNTRY TEST
m 78277000

Sex: Male
Date of Birth: 05/11/15%

e Program Start End
z Dignity BHCSC-Corle LI o7/o/219

4 Vigons Chid-0P Galt 05/31/2019
k] SOH-The Source-Chidren-Suttervile 05/30/2019 05/30/2019
2 APCCTWG- 14 Are s capra0s

[[Eroger At 07 ert ] s2pzr0sn

‘Stanford-TES-Volunteer 0292019
17 TLES Navigator Howe Ave 11/14/2018 12/03/2018
‘SacC0-Chid 0P Power Inny 10/15/2018 0L08/2019

14 ACAC-OP Frankin 18/03/2018

‘5acCo-MHTC-Irpt-Stockton 09/27/2018
s APCCTWC- 14 Are oz warana
f SacCo T Crestuood S Reddng o opapots
2 ZACAC-OP-Aramen 03/15/2010 06/30/2010
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4. Highlight assessment and click “Delete”

-
e G
| TEST,ENTRY (758277000) Ep: -
M, 23, 05/11/96 Problem P: -
HE: 5 107, WE: 185 Ibs, BMI: 26.5 DXP: -

07/11/2019 07/11/2019

v SACPMTRATN (LIVE

13



OrderConnect-2 Factor Authentication Error Fix
This is for those who prescribe medications

This may be caused by a change in the Verizon URL and the steps below should correct the
issue.
1. While in Order Connect on Internet Explorer, click on the Gear Icon in the upper right side

2. Click on “Internet Options”

X
.
Print

>
File >
Zoom (155%) >
Safety >

Add site to Apps

View downloads Ctrl+)
Manage add-ons
Go te pinned sites

Compatibility View settings

Internet options

About Internet Expfgrer

3. Click on the “Security” tab
4. Click on the “Sites” button

Internet Options ? x

General SECLKT-"!’ Privacy Content Connections Programs Advanced

Select a zone to view or change security settings. -

& b V ®
Internet  Local infranet @h’icb&d
ites
Yy

Trusted sites
» Sites 4
¥ This zone contains websites that you

v trust not to damage your computer or
your files.
‘fou have websites in this zone.

Security level for this zone

Custom 15
Custom settings. 1

- To change the settings, dick Custom level, 55

- To use the recommended settings, dick Default level, -

e|
[[JEnable Protected Mode (requires restarting Internet Explorer) 9.
Custom level. .. Default level 98..

Reset all zones to default level
84.
._(j_n Some settings are managed by your system administrator. B5.
65.
Cancel Apply
ro oG9

5. In the “Add this website to the zone” field type in *.netsmartcloud.com
6. Click the “Add” button and then “Close”



\,
x
—

Trusted sites *

-
‘fou can add and remove websites from this zone. All websites in C

LY this zone will use the zone's security settings.
Add this website to the zone: r
dd By
(
-

Websites:
*.access.ca.gov L] Remave

* cahwnet.gov
* calredie, cdph.ca.gov
* calrediestaging. cdph.ca.gov I

ol

[ require server verification (https:) for all sites in this zone [
ol
|

Close

ol

[CJEnable Protected Mode {requires restarting Internet Explorer) M
Custom level... Default level i

ol

Reset all zones to default level 4

ol

-

.ﬁ. Some settings are managed by your system administrator. i

L -
OK Cancel Apply ol

7. Click “Enable Protected Mode” checkbox
8. Click “apply”

Internet Options ? et -|
General Security  Privacy Content Connections Programs — Advanced
-
Select a zone to view or change security settings. |
Internet  Localintranet Trusted sites  Restricted :
sites E
Trusted sites — —
This zone contains websites that you es
trust not to damage your computer or
your files.
‘fou have websites in this zone,
Security level for this zone l
N
Custom :D
Custom settings. D
-To change the settings, dick Custom level. E-
-To use the recommended settings, dick Default level, r
D
Enable Protected Mode (requires restarting Internet Explorer) b
Custom level... Default level Ifal
D
Reset all zones to default level I
D
.ﬁ. Some settings are managed by your system ad r. ’D
. s
Cancel Apply | [D

9. Click on the “Privacy” tab
10.Uncheck the “Turn on Pop-Up Blocker” checkbox



11. Click “Apply”

Internet Options ? *
General Security  Privacy mrograms Advanced
Settings
Advanced
Location
Clear Sites
Pop
Turn on Fop-up Blocker Settings

InPrivate

Disable toolbars and extensions when InPrivate Browsing starts

.@. Some settings are managed by your system administrator.

oK Cancel Apply

12.Click on the “Content” tab
13.Click the “Settings” button

bl
b

=TT

14.Click “Delete Autocomplete History” button

15.Click “Delete” button and wait a few seconds

16.Click “Ok” on the “AutoComplete Settings” screen
a. You should check the same options on the “Delete Browsing history” window as you

see below.

{flog=1

General Security  Pri ontent Connections Programs Advanced |
Certificates
certificates for encrypted connections and identification .
8 13 Order Connect v 3 MModal Fluency Direct A... £ Sac County portal & NPl Lookup =] Newtab & NetsmartCares
Clear 551 state Certificates Publishers -
A 0 VOs to Review | 3 Labs fo Review
AutoComplete
avtoconpltestres M Satings putocoplete et possblenatcres fomentvesvouve ¥ V MR TEST, MR# 758277000, Male, 14, !
onwebiages and sgosts metdes typed or visited before.
 you.
Feeds and Web Slices LT Delete Browsing History X
Address bar
Feeds and Web Slices provide updated Settings ; _
contant from websites that can be e rowsing history Preserve Favorites website data
read n Internet Explorer and other Keep cookies and temporary Intermet fles that enable your favorite
programs. avorites websites to retain preferences and display faster

Ise Windows Search for better results
uggesting URLS
[IForms and Searches
User names and passwords on forms
Ask me before saving passwords

Manage Passwords

‘DEIEE CUEETTIEE T

ok Cancel Apply T2 G
- ~UTU FOD O T - FTOUSunsIm

1CD10: F65.52 - Sexual sadism

Kn
HALOPERIDOL
ORANGE JUICE
TOMATO
SHRIMP

Allergies

Temporary Internet files and website files
Copies of webpages, mages, and media that are saved for faster
viewing.

Cookies and website data
Files or databases stored on your computer by websites to save
preferences or mprove website performance

History

List of websites you have visited.

[JDewnload History
List of files you have downloaded,

[JForm data
Saved information that you have typed into forms.

Passwords
Saved passnords that are automaticaly filed in when you sign in
to 3 website you've previously visited.

Tracking Protection, ActiveX Filtering and Do Not Track
Alist of websites excluded from fitering, data used by Tracking
Pratection to detect where sites might automatically be sharing details
about your visit, and exceptions to Do Not Track requests.

.

about deleting browsing history tg

16



17.Click “Ok” the Internet options screen to close it

nternet Options [ X

General Security Privacy ©Content  Conmpections  Programs  Advanced

el

Certificates .
Use certificates for encrypted connections and identification.

Clear 55L state Certificates Publishers =

AutoComplete ’j

—_—
:? AutoComplete stores previous entries
B i _j

on webpages and suggests matches

for you.
Feeds and Web Slices
E Feeds and Web Slices provide updated Settings I
B content from websites that can be

read in Internet Explorer and other k
programs, b
oL

il
oL

[~

i
i
oL
oL
Ll
Cancel Apply M

L]

18.Close Internet Explorer and Re-launch Order Connect
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Transfer Pending Prescription
This is for those who prescribe medications

1. Open Launch Order Connect for any client (you can transfer more than 1 prescription and

can select prescriptions from different providers in this screen)

2. Click on “Launch Order Connect Reports”

Chart Launch OrderConnect # [ .

O aaer ]

| | Lounch OgerConnect |

W " | » | Launch OrderConnect Reports
O (8 [ w ]| status
® Active

3. Click on the “Prescriber Queue” icon

0VOs to Review | 0 Labs to Review

Program SacCo-APSS-OP-Stockton

Inactive

Prescriber's Desktop Today is Wednesday, July 18, 2018
Good Morning , Justin Miller @ SacCo-AP3S-OP-Stockton
[News & Information iew an Individual Patient
Last Name, First Name
s Click here for Clozapine REMS GO
s DEA Controlled Substance Schedule Listing ® Active | Inactive \_ All MNarme hd

« INFOSCRIBER HELP DESK: (888) 782-2615 (Monday -Friday 8:30AM
to 8:30 PM EST)

([ )| - Psychiatry/Mental Health VI Go _

l®||I@J|IE|Ir-\‘-|IE|

4. Once in the Prescribers Queue click on the Provider dropdown and select who the original

Prescription was sent to.

5. Find the Prescription and select “Transfer to Me” link and then follow the prompts.

Enter Search Criteria
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Prescribers Queue

ﬁﬁuvider
[T ———

121052016

12/05/2016

12/05/2016

1211212016

071212018

CORONEL, RUTH M

5. Rao

S Rao

S. Rac

S Rao

8. Rao

Received Agent Order ID  Action Prescription Schedule Diagnosis Pharmacy
Change  clonazePAM - 0.5 MG, TAB, PO Take one and one half (1.5) tablets Schizophrenia,
Order by mouth every morning © undiferentiated (5 IR =
Transfer Change clonazePAM - 1 MG, TAB, PO Take one (1) tablet by mouth at Schizophrenia,
121052016 R. Fuller 13208834 o ol Beckime 4 Cferemiaie] CVS 16106 IN TARGET
Change  Zalpidem - 10 MG, TAB, PO Take one (1) Tablet At Bedtime, As Schizophrenia
Order Necessary for sleep disturbance. 4 Undiferentiated Type CVS 16106 IN TARGET
Received Agent Order D Action Prescription Schedule Diagnosis Pharmacy
Transfer clonazePAM - 0.6 MG, TAB, PO Take one half (1/2) Tablets Twice a RITE AID-6661 AUBURN
fome 12052016 N.Meinhardt 13216589 Discontinue pov @il ool 4 ANXIETY STATE NOS BLVD
Received Agent OrderID  Action Prescription Schedule Diagnosis Pharmacy
! 121052016 N Meinhardt 13216830 Change Order Lunesta -2 MG, TAB, PO Take one (1) tablet by mouth at bedtime 4 Transitory lliness WALGREENS #06658
Received Agent Order ID  Action Prescription Schedule Diagnosis Pharmacy
Transfer 000018 R Fuller 13350548 Reorder ;ImazePAM -0.5 MG, TAB, PO Take one (1) tablet by mouth twicea No Entry Walmart Pharmacy 5162
fome ay, as ne
Received Agent OrderID  Action Prescription Schedule Diagnosis Pharmacy
Major depressive disorder,
T (705013 H 25263171 Change Zolpidem - 5 MG, TAB, PO Take one (1) tablet by mouth at bedtime, recorenat z Walmart Neighborhcod
lome oo Order as needed e tout  Market 5382
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Failed Authentication question setup

=

Log into Avatar
Go to the Search forms Field
3. Type in the word “Failed”

no

Recent Forms

lients
try r Mr (758277000)

Search Forms )
| Failed| I I@
Browse Forms l':’

Avatar PM»
Avatar CWS Pk

4. Once tﬁe Results appear, double click on the “User Failed Authentication Question”

ients advanced

Advanced Billing Failed Compliance Report
t Clients User Failed Authentication Question

Entry Ir Mr (758277000) Failed Login Repart

Failed Login Report

failed

Browse Forms

5. Left Side- Enter the information as if you are logging into Avatar
--(you may need to click in the field before you enter data)
a. Enter YOUR System Code
b. Enter YOUR Username

c. Enter your Password (press enter)
i. This will open all fields on form
d. Click on “Activate Question” “Yes”

System Code test ? Failed Authentication Question
Username
Submit testert r Failed Authentication Question Answer
@
password e ’

Email Address
f

Activate Question
‘!-YESV I/ No

| TestEmail |

Online Documentation

6. Right Side- Complete each field
a. Create a “Failed Authentication Question”
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b. Create an answer in the “Failed Authentication Question Answer” field
c. Enter your email address in the “Email Address” field
d. Click on the “Test Email” button

-

[[= user Failed Authenticatio| - o -

System Code test Failed Authentication Question
What is your cats name?

Username

b testertol Failed Authentication Question Answer
Fluff
L j m U Password Rk i
Q& * Email Address

~Activate Question [test@test con ( w
(®) Yes _/No
Test Email

7. You should receive confirmation that the email has been sent

Information x

0‘- Atest email with the subject "Avatar User Failed Authentication

\J Question® has been sentto _

oK

8. Click on “Submit’ on the left to Save and Close

D —

{ ﬂl.lserFﬂEllAuﬂbentil:aﬁnl]

System Code

M
testert1

Password

W |~ I
< I
~Activate Question
(®1Yes




Fix instructions for PDF association

1. Find a PDF document.
a. Either on your desktop or in a folder
2. Right click (with the mouse) to open the menu
3. Click on “Open with”
4. Click on “Choose default program”

Open with Adobe Acrobat Reader DC
Open

Print
Edit with Notepad++

Scan with OfficeScan
Open with Ed Adobe Acrobat Reader DC

€ Google Chrome

Share with

Zip and Share (WinZip Express) Choose default program...
WinZip »

Restore previous versions

& o

Send to
Cut
Copy

Create shortcut
Delete

Rename

Properties

5. Choose your Adobe Reader program.
6. Click on Ok

; Choose the program you want to use to open this file:

File:  Aspirin example-print-Faxed.pdf

Recommended Programs
Adobe Acrobat Reader DC ® Google Chrome
Adobe Systems Incorporated Google Inc.

Other Programs

[¥] Always use the selected program to open this kind of file

If the program you want is not in the list or on your computer, you can look for the appropriate program on the

Web.
(o J[ conel ]

7. Tryto Open document in Avatar



Printing to PDF

1. Click on “File” on the top left
2. Select “Print”

3. Select “Microsoft Print to PDF”
4. Click on the “Print” button

5. Select the location of where you want to
save the document

6. Create a File Name

7. Click on the “Save” button

Treatment Agreement and Acknowledgement of Clinic Palicies Revised E

IEA cdit View Window Help

5 Cpen Ctrl+O
Save As.. Shift+Ctrl+S
Save as Other v

] share File
Close Ctrl+W
Properties Ctrl+D

B prine. # Curl+P

1 C..\Treatment Agreeme... 3.20_fillable.pdf
2 Wi\..\Resetting your Order Connect PW.pdf
3 C\Mustin Miller-Time off May 22.pdf

4 Ci.\Justin Miller-Tim... March change.pdf
5 CA\Users\millerju\Desktop\WebLauncher.pdf

View All Recent Files.

Exit Ctri+Q

Printer:| \\COS-PSDTOT\DHS-MICRONS50-144-Copier v Properties. Advanced Help @

\\Cos-psdt07\DHS-MICRONSS0- 120
CoPieSiy\ COS-PSDTOT\DHS-MICRONS50-144-Copier
Fax

[ Print in grayscale (black and white)

Comments & Forms

P

9% Y Microsoft XPS Dacument Writer
@A | To OneNote 16 Document and Markups v
O Currlsnagit 2018
(O Pagd¥MediusFax
» Mol XMPrintToMail Document: £.5x 11.0in

L Summarize Comments

2511 Inches
Page Sizing & Handling (©)

Size Poster Multiple Booklet

QFit
O Actual size
(O Shrink oversized pages

@® Custom Scale: ~ [100 %

[ Choose paper source by PDF page size

rint on both sides of paper
@ Fliponlongedge O Flip on short edge

Orientation:

O Auto portrait/landscape

@ Portrait

O Landscape

Save Print Qutput As

1+ > ThisPC 5 SYSTEM(C) » Users » milleju > Deskiop > v o

Organize = New folder

3 This BC A Name Date modified Type

Test Document. 4/22/2020 10:08 AM  Adobe Acrobat D.

8 3D Objects
[ € on HHS304071

[7] D on HHs204071

[ Deskiop

2] Documents

& Downloads

D music

=] Pictures

B Videos

‘L SYSTEM (C)

= MillerJu (\\dhhs-fs\DHS- USEF
= Workgrps (WADMNST) (W) v

Search Deskiop

Size

313KB

File name: | Test Document *

Save as type: | PDF Document (*pef)

~ Hide Folders #

Cancel
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Internet Explorer and Java issues

Status 404 error

If someone calls in with a status 404 error it is usually because they are on a newer version
of Internet Explorer either 10 or 11. There may need to be 2-3 changes made in order to
make Avatar work.

Change Compatibility View Settings for Internet Explorer 10
o Click on the Tools menu then choose Compatibility View Settings
o Click on “Add”
o Click on close
¢ |If they cannot see the Tools menu, have the user click on the “Alt” key on the keyboard to
show the menu.

Compatibility View Settings ==
[ You can add and remove websites to be dsplayed in
A Compatibilty view.

A

com > Add

Websites youve added to Compatibiity View

Windows Update

F12 developer taolz

OneNote Linked Notes
Send to OneNate

R

Change Compatibility View Settings for Internet Explorer 11
For IE 11 use the path below

e e

Client... ‘T v X,
Print ¥ \

e ' Click here to
Zoom (125%) » .
Safety : Bring up

Add site to Start menu

View downloads Ctrl+) Compatlblllty View
Manage add-ons Sett| ngs

F12 Developer Tools
Go to pinned sites L
Compatibility View settings e

Internet options = |
About Internet Explorer Compatibility View Settings @

Rﬁ You can add and remove websites to be displayed in
& Compatibility View.

W ﬂ Add

Websites you've added to Compatibility View:
kbb.com

netsmartdoud. com

nist.com

salesforce.com

=
il
(=]
m




1. Add Netsmartcloud to trusted sites-

Q‘ =2 )| @ https://sacramentouat.netsmartcloud.com/radplus/index.jsp

File Edit View Favorites Help

L-add H & Avatar 2014

=B New Avatar Links v || Delete browsing history... Ctrl+Shift+Del  ict Website [ Google () Sacrament:
InPrivate Browsing Ctrl+Shift+P
Tracking Protection...
ActiveX Filtering
Fix connection problems...
Reopen last browsing session Select € I nternet OptIO nS”
Add site to Start menu
View downloads Ctrl+)
Pop-up Blocker >
Manage add-ons
v Compatibility View
Compatibility View settings
Subscribe to this feed...
Feed discovery »
Windows Update
F12 developer tools Internet Options ?
i T [T | )
OneNote Linked Notes | General | Security lPrivacy ] Content [ Connections ] Programs [ Advanced |
Send to OneNote
- L~
Internet options ] Select a zone to view or change security settings.
= > y;
q ’.*L\ A 4 ®
Internet L anet Restricted
sites
. - ./ Trusted sites
|~ 5
CI|Ck on the SeCU rlty tab ,‘4’ This zone contains websites that Stes
v trust not to damage yo! uter or
your files.
H 1] H ” = H Ebsites in this zone.
Click the “Trusted Sites” icon Click on
rity level for this zone
/ Allowed levels for this zone: Al
“Q: ” :
the Blue “Sites” button Medium
- Prompts before downloading potentially unsafe
=) content
- Unsigned ActiveX controls will not be downloaded
["]Enable Protected Mode (requires restarting Internet Explorer)
Custom level... Default level
- - -
. '0‘ Some settings are managed by your system administrator.
Trusted sites @
[ OK ] [ Cancel ] Apply

You can add and remove websites from this zone, All websites in

\" 4 this zone will use the zone's security settings.

Add this website to the zone:

netmsartcloud.com should appear in
——4 the “Add this website to the zone” If it

does click the “Add” button

netsmartclnud.cc-m|

Websites:

* calredie.cdph.ca.gov -

Add < Y

If not it may already be on the websites list.

|3
i
[=]
m

o
= calrediestaging. cdph.ca.gov 4'//ng_’/,/,/--—”" **Make sure to have them Restart the

* cardinal.com
* cardinalhealth.com

R Vo R

-

[ Require server verification (hitps:) for all sites in this zone

computer after making these changes** Then
have them Re-launch Avatar

Close




Temporary Fix instructions for Perceptive

Clear Internet Explorer browser files and Java Files
How to clear Internet Explorer temporary files
1. Close out of Avatar completely
2. Go to any Internet Explorer browser. Click on the Setting icon and select “Internet
Options”

- o ®|
n..

D~
Print b
File »
Zoom (130%) >
Safety >
Add site to Apps
View downloads Ctrl+)

Manage add-ons
Go to pinned sites

Compatibility View settings

Internet options

About Internet Explorer

Click on the “Delete” button

Select what data you want to Delete.
Click Delete

Click “Apply” and “Ok”

o0k w

Internet Options ? b4 Delete Browsing History X Internet Options ? ®
General |security  Privacy Conte, _3 Vs Ferem | Creed Preserve Favorites website data —t General  Security Privacy Cnnten.5.1nechnr\s Programs  Advanced
— Keep cookies and temporary Internet files that enable your favorite —
Home page websites to retain preferences and display faster. Home page
/’ To create home page tabs, type each address on its own line. /’ To create home page tabs, type each address on its own line.
L e T——— [ Temporary Interet files and website files i [T ———
Copies of webpages, images, and media that are saved for faster
viewing.
Cookies and website data
Use current Use default Use new tab Files or databases stored on your computer by websites to save Use current Use defauit Use new tab
preferences or improve website performance.
Startu
Startup v P
Start with tabs from the last session List of websites you have visited. O start with tabs from the last session
Start with home page (® Start with home page
Tabs [lpownload History Tabs
List of files you have downloaded.
Change how webpages are displayed in tabs. Tabs Change how webpages are displayed in tabs. Tabs
[]1Form data
Browsing history Saved information that you have typed into forms. Browsing history
Delete temporary files, hiSlay, cookies, saved passwords, and web Delete temporary files, history, cookies, saved passwords, and web
form infarmatian, [IPasswords form information.
[ADelete browsing history on Saved passwords that are automatically filed in when you sign in [IDelete browsing history on exit

to a website you've previously visited.

Settings []Tracking Protection, ActiveX Filtering and Do,
Alist of websites exduded from fitering, data use
Protection to detect where sites might automatic
about your visit, and exceptions to Do Not Tra

t Track Settings

e sharing details Appearance
ts.

Appearance

Colors Languages Fonts Accessibiity Colors Languages Fonts A kssibiity

st dematronsng iy [0
Cancel Apply oK Cancel Apply

Java Temporary File deletions Windows 10

1. Click on the Start icon on the bottom left of computer screen
2. Select the “Settings” icon
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Camera

B checkpoint

Citrix Receiver

Code Writer
> New

Copn

Contact Support

-
O Cortana

= Type here to search |

3. In the “Windows Settings” search for “Control Panel”
4. Select Control Panel by clicking on the search result

Windows Settings

\ control pane|| bd

& Control Panel
= Eip q

o -

System Devices Phone Metwork]

Display, notifications, Bluetooth, printers, mouse Link your Android, iPhona Wi-Fi, airpla
power

5.

In the “Control Panel” windows search for “Java”
6. Click on the “Java (32bit)” to open the control panel

 java - All Control Panel ltems

« v 4 [EF » Control Panel » All Control Panel ltems >

&,| lava (32-bit) P

(32
- va (32-
GSearch Windows| "

7. Click on the “Settings” button
8. Click on “Delete Files”

9. Select the selections you want and click “Ok”

e 0
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lJ_?_)..'-. a Control Pane — >

General Java Security Advanced —f |

About -
View version information about Java Control Panel.

About...
Network Settings

MNetwork settings are used when making Internet connections. By default, Java will use the network
settings in your web browser. Only advanced users should modify these settings.

Metwark Settings...
Tempaorary Internet Files

Files you use in Java applications are stored in a spedal folder for quidk execution later. Qnly
advanced users should delete files or modify these settings.
Java in the browser is enabled.

See tl Ternporary Files Settings 4

Keep temporary files on my compute 8
o

Location

Select the location where temporary files are kept:
Jzersimillerju\AppDataiLocallowSunlava\Deploymenticache Change...

Disk Space
Select the compression level for JAR files: Maong e

Set the amount of disk space for storing temporary files:

| ' 327685 MB =

Delete Files... Restore Defaults

Delete Files and Applications > Cancel

A :
i’ ' : Delete Mowing files?
L St

g Flles
Cached Applications and Applets
[] Installed Applications and Applets

el | [

MLIVE (LIVEY | o7
10.Relaunch Avatar
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